
	No.
	Transition Milestone Dates
	Scheduled

Completion Date
	Status

Check/off

	1. 
	New (incoming PM) Manager drafts preliminary transition schedule and submits to Outgoing Manager for review
	
	 FORMCHECKBOX 


	2. 
	Transition Team agrees on the details of the plan and the transition schedule dates. (Baseline created)
	
	 FORMCHECKBOX 


	3. 
	New (incoming PM) “Manager” submits transition schedule (baseline) to the Regional Director
	
	 FORMCHECKBOX 


	4. 
	Mandatory documentation has been provided or made available on the doc repository for the New (incoming PM) “Manager”
	
	 FORMCHECKBOX 


	5. 
	New (incoming PM) “Manager” reviews all documentation to become familiar with account or project (recommended - 1 week)
	
	 FORMCHECKBOX 


	6. 
	Outgoing (incoming PM) “Manager” introduces New (incoming PM) “Manager” to Account/Customer (Informal)
	
	 FORMCHECKBOX 


	7. 
	“Transition Team” work together closely on the Account/Project (recommended- 2 weeks)
	
	 FORMCHECKBOX 


	8. 
	New (incoming PM) “Manager” assesses level of Maintenance for the account or project
	
	 FORMCHECKBOX 


	9. 
	New (incoming PM) “Manager” reviews project or account issues with Outgoing Manager 
	
	 FORMCHECKBOX 


	10. 
	Outgoing (incoming PM) “Manager” transfers account to New (incoming PM) “Manager”(formal) 
	
	 FORMCHECKBOX 


	New (incoming PM) “Manager” initials confirming that Account or Project has been officially transferred.
	Date:__________________________


	Mandatory Documentation or Information
	Received

	Communications - Meeting Minutes from Kick-off, Progress and Launch Support Meetings, UAT or PAS Testing results
	

	Contacts –  Customer, Project
	

	Legal Documents - Master Agreements, Service Schedules, Task Statements and Service Quotations, Letters of Intent
	

	Pricing Information
	

	Project Plan documents – Project Schedule, Risk Assessment
	

	Billing Verification (Confirm completion)
	

	Project Completion Notification Letter
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